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1. INTRODUCTION 
The purpose of this policy is to ensure that children are collected from school in a safe 
and regulated way. Godwin Junior School is committed to safeguarding and promoting 
the welfare of children. 
 
 
2. COLLECTING CHILDREN 
When a child starts at Godwin, either on entry in Year 3 or a mid-phase admission, 
details of parents/carers are collected and kept on file in the school office. They should 
provide: 
o home address and telephone number - if the parents/carers do not have a 

telephone, an alternative number must be given 
o mobile telephone number 
o names, addresses, telephone numbers of adults who are authorised by the 

parents/carers to collect their child, for example a childminder or grandparent 
o information regarding any person who does not have legal access to the child 
o emergency contact details 
 
At the start of each school year staff will establish with the parent or carer the ‘normal’ 
collection arrangements for the end of the school day. Details of who is authorised to 
collect children will be kept on file by the child’s class teacher and copies also kept in 
the office. Parents/carers must inform staff of any changes in person or by letter. 
 
At the end of the school day all children will be taken out as a class by a member of 
staff and handed over to their parent/carer when they can be seen. 
 
Any after-school clubs will make sure an attendance record is kept with an indication of 
the collection arrangements. 
 
Parents/carers must supply written authorisation if they wish a Year 5 or Year 6 child to 
go home by themselves. 
 
For educational visits, sporting events or other off-site activities that end after 3:20pm, 
parents/carers must complete details of collection arrangements on a response slip. 

 

It is usual practice that at least one member of the school’s Senior Leadership Team is 
on the school premises at the end of each day until every child has safely left the 
premises. This also applies to children returning from an educational visit, sporting 
event, etc. 
 

On occasions when parents/carers are aware that they will not be at home or in their 
usual place of work, they must inform the teachers or school office, where the 
information will be recorded in a daily diary. 
 
On occasions when parents/carers or the normally authorised person is unable to 
collect the child, they must inform the teacher or the office so the information can be 
recorded or passed on. The school must agree with parents/carers how the 
identification of the person who is to collect their child will be verified. 
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3. LATE COLLECTION  
In the event that an authorised adult day does not collect a child at the end of a school 
day or following the return to school from an activity, the Senior Leadership Team 
assumes responsibility and puts into practice agreed procedures.  
 
If a child is not collected at the end of the session/day, we follow the following 
procedures: 
o the daily diary is checked for any information about changes to the normal 

collection routines 
o if no information is available, parents/carers are contacted at home or at work. All 

reasonable attempts are made to contact the parents/carers. If no reply the 
recorded emergency contact numbers will be called. 

o the child will stay at school in the care of a member of the SLT until the child is 
safely collected 

o if no one collects the child by 6:00pm, the Head Teacher or Deputy Head Teacher 
will contact the social services duty desk for advice (020 8430 2000) or Triage 020 
373 4600 

o a full written report of the incident is recorded 
 
 

4. CHILD MISSING AT THE END OF THE DAY 

As soon as it is clear that a child is not with the parent/carer or not at the place where 
they are expected to be, the member of staff who has been informed of the missing 
child should report to the office. The office staff will inform a member of SLT who will: 
o establish the details; i.e.name of child, class, who teacher handed over to, who is 

collecting, where child should be etc. 
o confirm that the child is not on the school premises by co-ordinating available 

adults to search areas of the school building and grounds 
o contact other adults on the collection list to make sure the child isn’t with them 
o if the child may have left the premises, co-ordinate a search of the route home and 

immediate area surrounding the school 
o maintain contact with the parent/carer or adult who raised the concern 
o once the above actions have been carried out, or earlier if considered appropriate, 

the nominated SLT member will make the decision to contact the police (999) and 
NPW School Support (Alan Merry  07770 227094). At this stage the school will 
follow advice and may upgrade the concern to a critical incident (ref: Emergency 
Plan).  

o ensure a record of the incident is completed 
o when the child is found, conduct an investigation, which will always include a 

conversation with the child’s parent/carer 
o inform the Governing Body of a ‘missing child’ incident in the relevant section of 

the Head Teacher’s Report. 
 
 

5. MONITORING, EVALUATION & REVIEW 
We will evaluate this policy biennially or earlier if necessary, to make revisions taking 
into account changes in practice, legislation or guidance.  

 


